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This job aid is intended for staff working a 40 hour week and provides the terms, 

concepts, knowledge, and skills associated with using the Employee Self-
Service (ESS) portal for the entry of time and related information. 
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Go to the BEACON portal: 

https://mybeacon.its.state.nc.us/irj/portal  

Enter your NCID and password to Log On.  
 
Notes:  
 
•     Your NCID and password are confidential information and should not be 
       used/shared by other staff members. 
•     Your NCID is not your Personnel ID Number. 
•     This website may be accessed at any location with internet access. 



4 

• Once Logged On, you will be on the Home page.  
• On the Home page, you will find important information about the BEACON 
 Portal, News of Interest referencing hours of the Portal availability, and  
    websites (Retirement, State Health Plan, etc.) 
 

• Quick Links allow you to go straight to My Time to enter time or My Pay to 
  view/print your pay statement.  
 

• To access your information, Click on the My Data (ESS) Tab. 
• In ESS (Employee Self Service), you can perform tasks regarding: 
    -  Timekeeping 
    -  Pay 
    -  Benefits 
     -  Personal Data 
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The My Data (ESS) defaults to the Overview Tab and has several options to include:  
 

My Working Time – Record your working times and display your time data. 
 

Record Working Time  Quick Links - This takes you directly to the Record Time 
Entry Screen. 

 

My Pay – Display your pay statement or reprint your W-2/W-2C. 
My Benefits displays the plans you are currently enrolled, enroll in new benefit 
plans during the State’s annual enrollment periods; access State Health Plan 
forms. 
My Personal Data manages addresses, direct deposit, and information about 
family members and dependents. 

 



Record Time / Leave in ESS 
To enter Time and Leave, you have two options: 
1. From the Home Page, under Quick Links click on My Time or 
2. Click the My Data (ESS) Tab for options.  
 --Under My Time Sheets and Record Working Time, pertinent information is provided:  

Whether too much or not enough hours have been entered;  
Recorded times have been approved up to a specific date;  
Whether your recorded time has been approved; and if you released all your 
recorded times. 

On the My Working Time screen, under My Leave Requests, you can access: 
 --Leave Requests: DO NOT USE LEAVE REQUEST OPTION ON THIS PAGE!) 
 --Quota Overview: Displays your leave balances (Overtime, Vacation, Sick Leave, etc.) 
 --Time Statement for a Chosen Period:   Not always current. 
 --ESS/MSS Online Help:  Use this service to access the BEACON Online Help 
  documentation. Learn how to enter/release your time, or display your time statement.  
Click on Record Working Time to enter time/leave. You’re now at Record Working Time 

screen. 
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Calendars 

The 1-Edit, 2-Review and Save, and 3-Completed blocks are for informational 
purposes and display the step you are currently in. 

The Calendar can be displayed or hidden, dependent upon personal preference, 
by toggling back between Show and Hide Calendar.  
Three calendar months are displayed and can be viewed by clicking on the back 
or forward arrows to previous or future months. 
 

The work days are color coded on the calendar and the time sheet. 
 

RED - Supervisor has 'Rejected‘. THIS OPTION NOT USED IN SYSTEM. 
PINK - This indicates the time has not been Released to Supervisor for 
approval.  The Supervisor cannot approve time until it is released. 
BLUE - This indicates the time recorded for that day exceeds the amount of daily 
work hours defined in the Work Schedule Rule. 
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Terms: 
Att./abs type = Attendance/Absence Type i.e., 9500/Time Worked and 
Benefits/Leave Taken. (i.e., (9300) holidays, (9000) comp time, (9000) vacation, 
(9200) sick, (9560) community service leave, etc.) To access, click on the down 
arrow for options. (This is covered in detail on Page 10.) 
Premium no. = Shift Premium codes  
Shift premium provides additional compensation for employees who are regularly 
scheduled to work an evening or split schedule for approved classes.  
Probation and Parole Officers:  
 --1st shift not eligible for Shift Premium;  
 --Evening shift receives 10% Shift Premium. 

 
NOTE: The system knows the premium percentage for each work schedule. 
 
Probation/Parole Officers enters a Premium Number Code 02 on days when 
working an Evening Shift Premium schedule or a Split Schedule that’s eligible 
for Evening Shift Premium. 
 
** If you have questions on shift premium codes, contact your supervisor. 
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Terms (continued) 
Plan: Automatically defaults a schedule of employee’s Target Hours (or work schedule 
for a given week). Flex schedules will not reflect 40 hours for the week, but allows the 
flexibility to work various days within a week. For example: an employee has a flex 
schedule for 7 days at 8 hours a day, Target Hours 56 (PPO’s). However, the employee is 
only required to work five eight-hour days to meet the 40 hour week. 
Act (Actual): The system will add each day entered by the employee in order to give a 
running total. This includes time worked and/or leave taken. 
Note: Each separate Absence/Attendance row will be added to the total hours for the 
week.  
Lower Screen: Weekly View 
The system defaults to the current week. Ensure you are on the proper week 
before entering your time. When you click on the scroll arrows, you will scroll back or 
forward a week at a time. However, you have the option of scrolling back to Go-Live date 
of April 1, 2008 or forward indefinitely. 
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Upper Screenshot:  Click on the down arrow in the Attendance/ Absence type 
column for the list of A/A Codes. When you click on a specific code, it is added and 
hours entered on that line applied to the code. Record each separate code on a 
separate line.  
When working regular work hours, the code is Time Worked (9500). If you are not 
sure which code to use for other times, refer to the A/A chart page 35.  
CAUTION:  IT IS ESSENTIAL TO ENTER THE CORRECT CODE. INCORRECT 
CODING MAY LEAD TO POTENTIAL DELAY IN TIME EVALUATION, ERRORS IN 
LEAVE BALANCES AND IN PAYROLL (OVERPAYMENTS / UNDERPAYMENTS). 
Lower Screenshot:  
Save as Template:. Before recording hours, select  Att./abs. types used most often 
and then click Save as Template.  The data will default into the time sheet each 
week until changed.  
Delete Row:  Click on/highlight the row to be deleted and use this button to delete 
an entire row in the time sheet.   Note: Approved time cannot be deleted. 
Refresh: Use this button to: 
1. Validate if the time data was recorded accurately.  If applicable, an error or 
warning message will be issued. 
2. Refresh the time sheet.  For example, if a row is deleted or time entry is changed, 
you will need to refresh to see the correct totals. 
 



11 

Record Your Time Sheet 
Now that the Template is Saved, you can begin entering Time Worked or Leave Taken.  
In the above example, the employee is on an 8-hour daily work schedule but worked 11 
hours on Monday.  
When an employee works more (or less) than their normal work day, a 
comment/justification must be added in the Additional Information section.  
 

Adding Comments 
Click on the Daily View Tab.  
Scroll to the appropriate date by: 
 1) Clicking on the date on the Calendar, or 

2)  Clicking the left or right pointing arrows (or scroll bars) on either side of the Date 
field, 

Click on Details for the Additional Information screen to add comments. 
Comments must be added for Overtime or hours short of target hours (40-hour 
standard), etc. 
 



12 

Recording Time Sheet 
Click in the Additional Information block and enter additional information as appropriate. 
Example above states the employee Worked over 3 hours on ESS/MSS Project.  
Once you click Accept to save your comment, you will return to the Daily View screen. 
From the  Daily View Tab or the Weekly View Tab you can Review and Save your 
entries. 
 
Note: Comments must be entered/saved prior to “Releasing Your Time” to the 
           Supervisor.  



13 

Upper Screenshot;  
From the Weekly View, enter your time/leave for the rest of the week.  

***Employees should enter and release their time/leave  
no later than Tuesday for the previous week’s time.*** 

Note: On Friday, the employee recorded 5 hours 9500/Time Worked and 3 hours 
9000/Approved Leave (per Community Supervision policy) 
Once you’ve entered the time for the week, click on Refresh and then Review.  
Reviewing ensures the date and time/leave entered are correct before you “Save”.  
 
Lower Screenshot: 
Once you click on Review, Step 2--Review and Save allows you to review your time 
entry for accuracy prior to Saving.  
You’ll also receive Caution messages for any days over 8 hours as shown: 6/16/14: 
Number of hours recorded 11.00 exceeds target hours 8.00, allowing you to correct in 
case of an error. 
Once reviewed and accuracy is verified, click on Save. 
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Pink = Saved but not release to Supervisor 
 
If you go back to Record Working Time and review this week, the screen indicates you 
have Saved your entries, but it has not been Released to your supervisor. 
     Pink = Saved but “Not Released”. 
 
Once your time has been released, reviewed and approved by your supervisor for 
accuracy, the pink will be pale blue. 
 
If you have worked in excess of your standard daily hours, a dark blue code Excess 
Time Recorded will appear on the calendar. 
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Releasing Your Time Sheet to your Supervisor 
Upper Left Screenshot:  
You are ready to release your time entry to your supervisor after you save your time. 
Click on Release Working Times. 
Lower Left Screenshot:  
Click on Select All and the time you saved will be highlighted and will appear in a list 
under List of Your Unreleased Working Times.  
Click on Review.  
Upper Right Screenshot:   
This is the employee’s last effort to correct any errors before sending the time entry to 
their supervisor for approval. Once the employee ensures the accuracy, click Save. 
Lower Right Screenshot: 
The Message appears: You have successfully released your working times. This means 
your time entry is now in your supervisor’s que awaiting approval. 
What do you want to do next? Lists the next available options. 
 



 Example of EE Working more than 8 hours in one day…………… Page 17 

 Example of EE Earning Gap Hours …………………..…………….. Page 18 

 Example of EE Earning & Using Comp within Week Earned……… Page 19 

 Example of EE Using Sick Leave & Earning Comp in Same Week. Page 20 

 Examples of Basic Training ………………………………………....... Pages 21-22 

 Example of PPO Working Regular Schedule,  

  Shift Premium Schedule & On-Call ……………………………….. Page 23 

 Example of PPO Working more than 8 hours in one day, On-Call with  

 Emergency Callback & Remote Callback………………………...... Page 24 

Example of PPO Taking Holiday, Working more than 8 hours in one day  

 and On-Call with Emergency Callbacks…………………………….. Page 25 

Example PPO Taking Holiday and On-Call ………………..……….. Page 26 

Example of PPO Working Split Work Shifts ……………………….. Page 27 
 

For further questions regarding Time Administration, refer to the Community 
Supervision Policy and Procedures 

http://internal.doc.state.nc.us/DCC/Policy/Files/Policy.pdf 

Section .1400—Work Schedules and Compensation 

16 



17 

Subject to Overtime employee that worked a total of 43 hours.  
The employee will receive 3 hours at time and one half or 4.5 hours. The 4.5 hours will 
be placed in the OT Comp bucket (9000/Approved Leave). These hours will remain in 
the OT Comp bucket up to 30 days from the date employee exceeded the 40-hour 
standard--6/20/14. (Thirty days is 7/19/14).  
If Approved Leave is requested and used prior to the 30-day expiration and prior to 
payroll deadline, 4.5 hours will be taken from the OT Comp bucket prior to the Vacation 
bucket. If the 4.5 hours is not used within the thirty day timeframe, it will be paid out in 
the next available payroll. 
Best Practice for using Overtime hours is to use within three weeks of being earned and 
the supervisor approving timely. 
FYI: An employee records 9000/Approved Leave for the purpose of using overtime 
earned, keys into ESS and releases to the supervisor within the 30-day timeframe. If the 
supervisor doesn’t approve within the 30 days, the system will deduct vacation leave 
instead of overtime and pay the overtime. Once the supervisor approves the time in 
MSS, the system will go back and recalculate based on 30-day period and pull money 
back from the employee’s pay. 
Note:  An Exempt from Overtime employee would have earned 3 hours of comp placed 
in the OT Comp bucket (9000/Approved Leave). The 3 hours will expire/age out in 365 
days from June 20 and if not used, will be forfeited.  
The 3 hours will never turn into monetary compensation. 
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Example of Subject to Overtime EE earning Gap Hours 
This is an example of a Subject to Overtime employee earning Gap Hours (straight time) 
during the July 4th week.  The employee took 8.00 hours of Holiday Leave (9300) on 
Friday, July 4. 
On Monday, the Employee worked over 3 hours and worked 8 hours Tuesday, 
Wednesday and Thursday. Since Friday was a paid Holiday (July 4), the 3 additional 
Gap (straight time) hours will be paid in the next available payroll. Gap hours cannot be 
used in future weeks because hours are automatic payout (no quota bucket). 
 
Note: An Exempt from Overtime employee would have earned 3 hours of comp placed 
into the OT Comp bucket (9000/Approved Leave). The 3 hours will age out in 365 days 
from July 4 and if not used, will be forfeited. The 3 hours will never turn into monetary 
compensation. 
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Subject to Overtime Employee Earning Overtime and Using within Week Earned 
This is an example of a Subject to Overtime employee working 3 hours overtime on 
Monday and using Comp before Approved Leave (9000) on Friday.  
Department of Public Safety Personnel policy states to allow system offsetting 
when an employee uses a leave benefit and total hours for the week exceed the 40 
hour standard. Employees should record hours each day that equal their work 
schedule rule even when they have overage. i.e., 8 hours, record 8 hours. (No 
manual offsetting by staff.) 
On Friday, the employee requested 8 hours of 9000/Approved Leave. Record 8 hours  
as an Attendance/Absence Type on Friday. After Supervisor approval and overnight time 
evaluation, the system will automatically offset the 3 hours overtime earned on Monday. 
In other words, on Friday, if the system initially deducted 8 hours from the employee’s 
Vacation quota, the additional 3 hours will “offset” and add back (reinstate) to the 
Vacation quota. 
Sick Leave and/or Community Service Leave also offset.  
Note: This applies to all 40-hour Subject to Overtime and Exempt employees.  
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Subject to Overtime EE Using Sick Leave and Earning Overtime  in Same Week 
This is an example of a Subject to Overtime employee using 9200/Sick Leave  on 
Monday and earning 3 hours of Comp on Tuesday and Wednesday. 
The system will automatically offset (or reinstate) the three hours of Sick Leave to the 
employees Sick Leave Quota after Supervisor approval and overnight time evaluation. 
 
Note: This applies to all 40-hour Subject to Overtime and Exempt employees.  
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Upper Screenshot/First Week of Basic Training:  An Officer traveled 4 hours on the first Sunday prior to 
Basic Training, attending a 1-hour Orientation, worked over 8 hours on Wednesday and Thursday, and trained 
and traveled home on Friday. 
Sunday: The employee traveled to Crossnore Training Site for 4 hours and attended a 1 hour Orientation, 
9500/Time Worked, earning 5 hours of overage.  
Monday and Tuesday: Employee attended 8 hours of training. 
Wednesday: Employee attended 9 hours of training, earning 1 hour of overage. 
Thursday: Employee attended 11 hours of training, earning 3 hours of overage. 
Friday: Employee attended 8 hours of training and 4 hours travel home, earning 4 hours of overage. 
The employee earned 13 hours of overtime this week that will be placed in the OT Comp bucket 
(9000/Approved Leave) at time and a half (19.50 hours). It will remain in the OT Comp bucket for up to 30 
days. If the employee Requests 9000/Approved Leave (prior to the expiration and is approved by the 
supervisor), the OT Comp will be used unless employee has a Holiday Comp quota balance.  
Lower Screenshot/2nd Week of Basic Training:  The Officer traveled four (4) hours on 2nd Sunday, attended 
BT on Monday – Friday and traveled home on Friday.  
Sunday: Employee traveled to Crossnore training site, 4 hours 9517/Travel Time 1x. The 4 hours of Travel 
Time will be placed in the Travel Comp bucket (9000/Approved Leave) at Straight Time and remain 
indefinitely until used by entering Approved Leave. 
Monday – Thursday: Attended 8 hours of Basic Training. 
Friday: Attended 8 hours of Basic Training and 4 hours traveling home, earning 4 hours  overtime. (The 4 
hours of travel time is added to the 8 hours of BT because traveled and trained on same date.) The 4 hours of 
overtime will be placed in the Overtime Comp Time bucket at time and a half (6 hours) and will remain for up 
to 30 days and if not used will be paid. 
Note: Travel Time should not be added into the totals to meet the 40-hour standard requirement. 
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PPO Working Regular Schedule, Shift Premium Schedule and On-Call 
Review of Monday & Tuesday 
 

Flex Work Schedule: PPOs’ are on a Day Flex Schedule. This means the employee can work his/her 
eight-hour schedule any five days of the week in order to meet the 40-hour standard. The Plan line above 
shows Sunday through Saturday, 8 hours for each day and a Total of 56 hrs. for the week. This allows 
employee to schedule their five work days any five days during the week. 
Daily Work Hours: This employee’s work schedule is 8:00 a.m. – 5:00 p.m. with an hour meal break.  
Shift Premium: For an employee to earn 10% Shift Premium when working Shift Premium schedules 
they must enter an 02 in the  Premium No. (Push Code) column. (See Community Supervision policy for 
Split Shift Schedules eligible for Shift Premium). Time Entry for hours worked will not receive Shift 
Premium unless Premium No. 02 is pushed for Shift Premium schedules. CS Policy requires no less than 
four and not more than 12 full evening or split shifts during the month. 
On-Call: The normal On-Call hours for this schedule equals 15 hours. (12:00 midnight to 8:00 a.m. [8 
hours] and 5:00 p.m. to midnight [7 hours], total of 15 hours). 
Monday: Employee worked normal 8:00 a.m. – 5:00 p.m. schedule with 15 hours of On-Call. (Employee 
not eligible for On-Call for the hour meal break.)  
Tuesday: Employee worked a Shift Premium schedule from 1:00 p.m. to 10:00 p.m. with an hour meal 
break. You’ll notice in the Premium no. column the 02 code which allows evening shift premium payment 
of 10% for the 8 hours, and 10.00 hours On-Call (10:00 p.m. – 8:00 a.m.). 

*** Time Entry Explanations for Wednesday, Thursday,  
Friday and Saturday are on following  pages.*** 
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PPO Working More than 8 hours in One Day, On-Call with Emergency Callback and Remote Callback: 
 

Wednesday: Employee worked from 8:00 a.m. until 6:00 p.m.--1 hour over for 9 hours, due to court, had one 
Callback for 3 hours, and one Remote Callback for 10 minutes or .17. For both the Callback and Remote Callback, 
actual hours must be documented.  
The employee’s On-Call hours were from 6:00 p.m. - 8:00 a.m. = 14.00 – 3.50 = 10.50 hours On-Call.  
Emergency Callback Information: 
The time an employee is on Emergency Callback is determined from the time the employee is notified to return to 
work until the time the work is complete. Employees who are subject to overtime and respond to a call by returning 
to work shall receive a minimum of two hours compensation. Callback hours are recorded as actual time worked, 
including travel time to the worksite for each occurrence of emergency callback using code 9516/Callback. 
Each incident of callback should be recorded separately in BEACON, i.e., 1.00/9516, 2.00/9516, or 3.00/9516 (or 
actual hours worked.) 
Hours on Emergency Callback that’s less than two hours, must record actual callback hours. The BEACON 
system automatically calculates the difference between the time actually worked and the two hour minimum as 
Gap (straight time) hours and will be paid as immediate payout in the first available paycheck, once approved by 
the supervisor; therefore, you’re paid for 2.00 hours.  

***For Emergency Callbacks less than 2 hours always subtract 2.00 hours from On-Call hours.*** 
Employees whose work continues following the end of the regularly scheduled hours of work are not eligible for 
the callback. This is considered a holdover because the employee did not leave work and have to return to work. 
Shift pay, holiday pay and overtime pay shall be received in addition to emergency callback pay, if applicable. 
Remote Callback Information:  Remote Callback is when an employee responds via phone/computer. 
Employees subject to overtime and respond to a call by phone and/or computer shall receive a minimum of 30 
minutes (.50) compensation additional pay.  
Each Remote Callback should be recorded separately in BEACON., i.e., .17/9511, .50/9511, 1.00/9511 (actual 
hours worked). 
Time on Remote Callback less than 30 minutes, record actual hours. The BEACON system automatically 
calculates the difference between the time actually worked and the 30 minute minimum as Gap (Straight time) 
hours to be paid as immediate payout in the first available paycheck, once approved by the supervisor. Remote 
Callbacks more than 30 minutes, document actual hours; subtract actual hrs. from On-Call. 

***For Remote Callbacks less than 30 minutes always subtract .50 hour from On-Call hours.*** 
 



Thursday: 1st Thanksgiving Holiday. PPOII is taking eight hours Holiday Leave (9300) and On-
Call with two Callbacks. 
1st Callback: From 2:00 a.m. to 3:00 a.m. for one hour. Record the actual hours of 9516/Callback 
(1.00), when less than the two hour minimum. The BEACON system automatically calculates the 
difference between the time actually worked and the two hour minimum as Gap (straight time) hours 
and will be paid as immediate payout in the first available paycheck, once approved by the supervisor.  
 

***Always subtract 2.00 hours from the On-Call hours for callbacks less than the 2.00 hours 
minimum.*** 
 

2nd Callback: From 4:00 a.m. to 6:00 a.m., two hours 9516/Callback. Record actual amount of 2.00 
hours on a separate line. 
 

On-Call: Normal On-Call Hours of 24 minus four hours of Callback equals 20. Enter 16.00 hours of On-
Call. The balance of 4 hours On-Call must be submitted on the “Request for On-Call Pay NOT Entered 
in BEACON/SAP”  Form. 
 

(Reminder:  The system will NOT accept time entry for more than 24 hours per day.) 
 

Holiday:  Record 4.00 hours of 9300/Holiday Leave. 8.00 hours Holiday Leave minus 4.00 hours of 
Callback = 4.00 hours 9300/Holiday Leave.  
Since the employee worked on the Holiday, the system will deduct four hours from the Holiday Leave 
bucket and add the four hours in the Holiday Comp Bucket, to be taken at a later date using 
9000/Approved Leave code. Holiday Comp expires after 365 days, if not used, and the balance will be 
paid. 
If an employee has less than 8 hours Callback on a holiday, the balance of the 8 hours must be 
recorded as 9300/Holiday Leave.  
 Example: On July 4 holiday, employee has 2.00 hours of Emergency Callback and .50 
 hours of Remote Callback .  
 Record 2.00/9516/Callback, .50/Remote Callback, 5.50/9300/Holiday Leave and 
 21.50/9517/On-Call. (16 Hours On-Call entered in ESS, 5.5 hours on On-Call form.) 
 

Holiday Workaround:  When other A/A codes are entered on same day as 9300/Holiday Leave, 
sometimes the system will not allow you to save your entries.  A workaround is to split the holiday 
leave, in this case, 4.00 hours, on two lines of 2.00 hours each and the system will allow you to save 
your entries.  
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PPO Taking 2nd Thanksgiving Holiday Friday and On-Call for 24 Hours 
Friday and Saturday: 
 

Friday: The Officer took 8 hours of 9300/Holiday Leave for the second 
Thanksgiving Holiday and recorded 9517/On-Call 16 hours in the system. The 
balance of 8 hours On-Call must be submitted on the “Request for On-Call Pay 
NOT Entered in BEACON/SAP” Form. 
 
Saturday:  Employee was On-Call for 24 hours. 
 
Actual Emergency Callback and Remote Callback hours worked are included into 
the total hours for the week for overtime purposes.  
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Split Work Shift—A split work shift requires to split hours over one day (24-hour 
period) and must be approved by the supervisor. An eight-hour daily work 
schedule requires an employee to work a minimum number of hours within a first 
shift timeframe; take an extended break and return to work to complete the 
remainder of the workday. A split shift cross first and second shifts. The following 
are the only approved Split Work Shifts: 
 

 8:00 a.m. – 11:00 a.m. 6:00 p.m. – 11:00 p.m. = 8 hours SP 
 9:00a.m. – 12:00 noon 4:00 p.m. – 9:00 p.m.   = 8 hours SP 
 8:00 a.m. – 12:00 noon 6:00 p.m. – 10:00 p.m. = 4 Reg – 4 SP 
 9:00 a.m. – 1:00 p.m. 4:00 p.m. – 8:00 p.m.   = 4 Reg – 4 SP 
 

Monday & Tuesday: EE worked 8:00 a.m. – 5:00 p.m. 
Wednesday: EE worked Split Shift Schedule, 9:00 a.m. – 1:00 p.m. and 4:00 p.m. 
– 9:00 p.m. for 4 hours Regular pay and 4 hours of Shift Premium. 
Friday: EE worked Split Shift Schedule, 9:00 a.m. – 12:00 noon and 6:00 p.m. – 
10:00 p.m. for 8 hours of Shift Premium. 
*Note: EE must work more than half of the work hours during the Shift Premium 
Timeframe of 4:00 p.m. to 8:00 a.m. to earn 8 hours of SP for Split Shifts. 
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Quota Balances 
 

On My Working Times screen there is an option for checking your leave balances. Under 
My Leave Requests click on Quota Overview. 
 

By clicking on Quota Overview, you can review All Types of leave or a specific leave 
type. 
Entitlement: Total Hours of quota accrued plus quota offsets. 
Remainder: Current balance. 
 
REMEMBER:  BALANCES REFLECT TIME THAT HAS BEEN RECORDED, 
APPROVED BY YOUR SUPERVISOR  AND HAS GONE THROUGH NIGHTLY TIME 
EVALUATION. 
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Pay Statement 
There are two ways to access your Pay statement: 
1) Click on My Pay icon from the Home tab, then click on Pay Statement. 
      or  
2) From My Data (ESS) tab, click on My Pay, then click on Pay Statement. 

 
The Pay Statement cannot be accessed until the last day of the month or pay day in 
ESS. The System automatically defaults to the last full month’s pay stub. If a different 
month is required, scroll backward or forward and select the appropriate month. 
To print your Pay Statement, scroll to the bottom of the pay statement, have your 
cursor over the Pay Statement and a popup appears. Click on the Print icon. 
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Logging Off: 
When you are finished using ESS, it is very important to exit the application by Clicking 
on “Log Off” or Clicking the “X” to close the browser window. 
 
CAUTION:  IF YOU DO NOT LOG OFF OF THE SYSTEM, OTHERS WILL HAVE 
ACCESS TO YOUR PERSONAL INFORMATION.  
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Notes: 
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9000/APPROVED LEAVE LEAVE HIEARCHY 
When entering 9000/Approved Leave, the system will automatically check your quota (buckets) in 
the following order prior to deducting Vacation Leave: 

1) Holiday Compensatory Leave 
2) Compensatory Leave (OT Comp) 
X  *On-Call Compensatory Leave (Positions eligible for On-Call with 
 Community Supervision will be paid in lieu of having an On-Call Comp bucket.) 
3) Travel Compensatory Leave 
4) Vacation Leave 
5) Bonus Leave 
6) Advanced Vacation Leave (if approved) 
 

9200/SICK LEAVE HIERARCHY 
Sick Leave is a separate hierarchy of leave. The above represents the order in which the system 
pulls from the quota (buckets) when 9200 is recorded.  
Buckets 2 and 3 will only be utilized when approved by management. 
Once Sick Leave is entered, the system will check to see if there is enough quota available in the 
buckets. 

 
 

 



 
THE RULE: 
 
Leave is to cover the gap between hours worked and the minimum 
standard work hours. 
 
In this example, the employee is a Subject-to-Overtime employee on an 8.00 
hour day, 5 days a week, 40 hours Monday through Friday work schedule. 
He/she took 8.00 hours of Approved Leave on Monday and worked 10.00 hours 
each day Tuesday through Friday due to staff shortage. Since the work time 
equals the 40-hour requirement, the Leave will be returned to the appropriate 
bucket. 
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For further questions regarding Time Administration, refer to the Community 
Supervision Policy and Procedures 

http://internal.doc.state.nc.us/DCC/Policy/Files/Policy.pdf 

Section .1400—Work Schedules and Compensation 
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Go to this website for the A/A Types Descriptions: 
http://www.osc.nc.gov/training/osctd/help/Time%20Management/Job%20Aids/
AttendanceAbsenceTypesDefined.pdf 
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Notes: 
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